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BUREAU DIRECTIVE:

Probation & Parole Officers will follow establishgmtocedures to accurately record and report
workload data.

DEFINITION:
Bureau — The Montana Probation & Parole Bureau.

Department — The Montana Department of Corrections.

PROCEDURES:

Probation & Parole Officers (Officer) will providaccurate workload data to their supervisor as
directed. Each region will submit the workloadad#irough the information system by the" i
each month.

A. The following definitions apply to completion &&P 210-1(A) Monthly Workload Report;
however, these definitions do not apply to Insidoél Probation & Parole Officers (IPPO) and
Intensive Supervision Program (ISP) Officers.

1. REGION

a. Levell, Levelll, Level lll, Level IV, Level V: [Bter the number of offenders in each of
the categories according to the supervision lef/éd@offender. Do not include offenders
new to the Officer's caseload for the month. Thefenders will be captured under the
“‘New” category.

b. New: Enter the number of new offenders assignethéoOfficer's caseload for the
month. This includes parole, probation, and cooddl release offenders, interstate
transfers, transfers from another office, and niemt@alth institutional transfers.
Offenders transferred from one caseload to anotlighin the same office will not be
considered “New.” Offenders listed in this catggaill not be included in the number
listed for Level I, Level II, Level 1, Level IVor Level V. After the offender is initially
classified as “New,” he/she will then be placed the appropriate supervision level
category for the following month.

c. Pre-Sentence Investigations (PSI): Enter the nurmb®@SIs assigned to Officer during
the month. Officers will receive full PSI points this category when completirRi P
30-1(B) Pre-Sentence Investigation in place ofP&P 30-1(F) Post-PS [seeP&P 30-1
Pre-Sentence Investigation (PS) and Report/Post-Sentence Investigation].
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d. Placement Investigations (Place): Enter the nurob@lacement investigations Officer
is assigned for the month. This includes parokecqainent investigations, interstate
placement investigations, executive clemency/pardovestigations, and furlough
investigations. Do not include conditional releaseestigations in this category.

e. DOC Commits (DOC Com): Enter the number of DOC @uots Officer completes
during the month which included completionR& P 150-1(A) Notification of Offenders
Sentenced to DOC or MSP/MWP, P&P 150-1(D) Verification of Commitment (when
applicable), referral to an ACCD program/facilitgnd coordination of photos and
fingerprints.

f. Conditional Release Investigations (Cond Rel): eEtthte number of conditional release
placement investigations assigned to Officer dutirgmonth.

g. Post-Sentence Investigation (Postpsi) — Enter timeber of Post-PSIs assigned to Officer
during the month. This is the abbreviated versibthe PSI as reflected iB&P 30-1
Pre-Sentence Investigation and Report/Post-Sentence Investigation.  If the Officer
completedP&P 30-1(B) PSI in place oP&P 30-1(F) Post-PS, this case will be reported
under “PSI Investigations” as indicated above teenee full PSI points.

h. Work Credit: Enter the number of documented hdDfficer worked on any of the

following assigned duties that are outside norragktoad duties:

i. Instructing: firearms; self-defense; SIMMS; OCrsEiAid; MORRA/WRRNA

ii. Security Threat Groups/Gang Coordinator/P&P Redibrtalligence Liaisons

iii. Supply/Equipment: UA Officer; Evidence Officer, &&rms Control Officer; Armorer

iv. Facilitation of offender groups outside of assigeadeload: CP&R; Thinking for a
Change

v. Other: Includes assigned hospital security of afégs; transporting placed offenders
from a prerelease center to a local jail.

i. Total Miles: Enter the amount of miles Officervdrs or is a passenger while conducting
Department business. Thgoes not include commute miles. Miles as a driver or
passenger in a state vehicle will be reportedP& 20-4 (B) Log Sheet assigned to and
kept in each state vehicle. If required by regigmacedures, log sheets will be attached
to Monthly Workload Report to validate miles reported.

j. Points: This category is automatically enteredh®/computer system. The total equals
the number of points added from all the categartespleted by Officer.

k. FTE (fte): Computer-generated calculation thatdbes the workload ratio of Officer.

2. SUPERVISORS

a. Hearings: The number of on-site, disciplinary, amervention hearings conducted by
the Supervisor during the month.

b. Prerelease (PRC) Screenings: Enter the numbeferiddrs screened at prerelease center
screenings the Supervisor attended during the mdritis does not include prerelease
screenings conducted at other ACCD facilities.
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3. SPECIALIZED SUPERVISION CASELOAD

Enter the number of specialized offenders on Offsceaseload for the month including the
number of offenders screened and the number ofddies accepted for the month.

a.

S3TATTS@roa0o

Reentry: ~ When working specifically for reentry eaftler, must also include

documentation of these hours on Officer's monthbyrkioad report:

i. Case Manager Hours (Case Mng) — The hours Officer spends with case management
team meetings (either in the community with theireveloped case
management/reentry team, or the reentry Officen isonsult with the prison IPPO
and/or Institutional case management team). Caswger hours should not be hours
the Officer is meeting with the offender in theicodf or the field.

ii. Resource Development Hours (Rsc Dev) — The hours an Officer spent contacting a
funding/ resource provider (i.e., YMCA).

ISP

Day Reporting Programs

Native American

Smart Probation

DUI

Mental Health

Chemical Dependency

Sexual Offender

Co-Occurring

Banked Caseload

Treatment/Mental health/Veterans Court

. Booter (TSCTC)

Gangs

4. REPORTSWRITTEN

Enter the number dP&P 100-1(A) Report of Violation completed on probation and parole
offenders for the month.

5. HEARINGS

Enter the number of on-site, intervention, andiglsary hearings conducted for the month
for the entire region. This number should balawdé the total of all numbers reported in
each “Supervisors” section.

6. DOC COMMITMENTSINITIAL PLACEMENT

Enter the number d?&P 150-1(C) Initial Screening & Placement Warrant completed by the
Regional Administrator (RA) during the month idéet by the location of the placement.

B. PROCEDURE: RESPONSIBILITY:

1. Workload data is collected for each Officer in m@ui P&P Officer

Administrative Support

2. P&P 210-1(A) Monthly Workload Report is completed and P&P Officer
submitted to the immediate supervisor. Administrative Support
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3. Report is forwarded to administrative support responsifibe  RA/POII
compiling region’s monthly statistics.
4. Statistical ledger is reviewed for accuracy. RA
5. Regional caseload statistics are entered intonfleernation system.  Administrative Support
6. Workload analysis is developed and provided to Bur€hief. DOC Statistics Bureau
7. Completed analysis is provided to RAs. Bureau Chief
8. Anglysis is utilized as a guide for the distribatiof work in the RA
region.
IV. CLOSING:
Questions concerning this procedure shall be dice¢d the Regional Administrator or Bureau
Chief.
V. FORMS:



